
Job Announcement
           http://mdcourts.gov 

           TTY/D use Maryland Relay Service

REPOST - PREVIOUS APPLICANTS NEED NOT RE-APPLY, WILL BE CONSIDERED

Opening Date: March 27, 2014 Closing Date: April 3, 2014

Job Title: Recordat ion Clerk III Position Type: Regula r Full  Time

PIN: 059997 FLSA Status: Non-Ex empt

Loca tion: Circuit Court for Baltimore City

Baltimore, M aryland

Grade/Entry Salary: J07  $32,033 - $52,374

(Depending on Qualifications)

Financial Disclosure: No

    

Regular State employees subject to promotion/demotion policy      

Essential Functions: Performs full level of work as a Recordation Cle rk III.  Reviews different types of Land Record documents

to determine if recordable and ta xable.   Calcula tes fees and taxes due.  Collec ts fees, valida tes through cash register sys tem and

balances register .  Reconciles cash drawer  daily and disburse receipts to the Accounting department. Indexes, verifies and edits

data in databa se.  Proofreads documents for errors and makes cor rections if necessary.  Assists customers on the phone and in

person.  Process documents rejected for recording.  Resolves issues pertaining to recorded documents.  Communicates with other

state agencies regarding recording issues and laws .  Performs a ll other duties as assigned.

Education: High School Diploma or GED.

Experience: Two (2) yea rs of document-processing experience , one (1) yea r of which included the requirement for

examining, reviewing, recording, verifying and index ing documents for recorda tion purposes and involved the

requirement to inte rpret laws, rules and r egulations, be  familiar wi th court or legal  terminology, and provide

customer service  at the Maryland Judic iary.

Skills/Abilities: Knowledge of proper format and codes for indexing.  Skil l in applying job-r elated terminology,  codes, policies,

procedures, rules, regulations and laws.  Skill in examining legal property documents.  Skil l in communicating information effectively.

Skill in analyzing records, reports and other business and financial documents. Ability to multi-task and set pr iorities.  Ability to

accurately calculate fees, taxes and penalties by using formulas, rates and percentages.  Ability to make change and maintain a cash

register drawer  on a daily basis.  Ability to operate a personal computer.  Ability to provide excellent customer service.  Ability to

communicate verba lly and in writing,  in an effective manner .  Ability to perform all essentia l functions of the position.  

Please submit a M aryland Judiciary employment application (uns igned a pplications  will not be accept ed) or resume and

cover letter stating position title, location and PIN. Materials must be  received at the address  below by 4:30 p.m.  on the

closing date. The Human Resources Department will not be responsible for applications/resumes sent to any other

address. 

Circuit Court for Baltimore City

Room 412 Courthouse East

111 North Calvert Street

Baltimore, MD 21202

Attn: The Hon. Frank M. Conaway, Clerk of Court

The M aryland Judiciary is a drug free workplace and an equal opportunity em ploye r, committed to dive rsity  in the

workplace. We do not discriminate on the basis of race, religion, color, sex, age, sexual orientation, national origin or

disability.  Reasonable accommodations upon advance request. The candidate selected for this position will be subject to

a background check and is required to submit a completed Maryland Judiciary employment application. Employees

must be United States citizens or eligible to work in the United States.


